HOW TO REGISTER FOR ACCELA CITIZEN ACCESS

The Bureau of Fire Services is in the process of converting to an electronic plan review system.
The plans will have to be submitted through the Accela Citizen Access (ACA). The following
pages titled ACA Register for an Account will walk you through the process to become an
ACA user.

Please contact the Bureau of Fire Services at 517-241-8847 or send an email to
BFSPlanReview@@michigan.gov for questions on registering for ACA access.




ACA Register for an Account

Naote: these screenshots are from Accelfa v 8.0

A Public user that does not have a login, should select the link to ‘Register for an Account’. In the image
below the link is highlighted in yeliow. The text on the left side under Welcome to the new Citizen Portal

can be changed to be specific to your agency and users.

Welcome to the new Citlzen Portal
We are pleased to offer our cilizens, businesses, and visitors access to govermnment
services onling, 24 houss a day, 7 days a waek.

In parinership with Accefa, Inc., we are fulfiing our promise fo deliver powerful
e-government sesvices and provide valuable information about the community while
making your interactions will us more effickent, convenient, and interactive. To uss ALL
the services we provide you must register and creale a user accounl. You can view
Infosrnation, get questions answered and have imiled services as an anonymous tser.
We frust this vl provide vou with a new, higher levef of setvice that makes lving and
WOrKIng in our community a more enjoyable experience.

What would you like to do today?
To get started, select one of the services listed below:

General Information Licenses

Ecokup Property Information Track & Renew Licenses
Search for a ExanvEducation

Provider
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; jearch .. {:{véi

i Login

- " User Name or E-mail:

B :Password:
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fve forgolen avy password
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After the ‘Register for an Account’ link is clicked, the Account Registration screen displays. The text and
generai disclaimer text can be update to be specific to your agency and users,

To move forward from this screen, the public use will select the check box and click the Continue
Registration button.

Announcemenis Register for an Account  Login

Account Registration
You wilt be asked o provige the Toliowing Information 1o open an account
« Choose a user name and password

+ Personal and Contact Information
» License Numbaes if you are reglsterng as a icensed professionat

{eptlonal)

Flease review and accept ihe lerms below to proceed.

General Disclafmer
While the Agency atlenmpts to Keep its Web Infosmation accurate and

limeiy, the Agency neither wamranis nor makes representations as fo the
functianality o condilicn of this Web site, its sultabllity for use, freedom
fram iterruptions or from computer virus, of non-infingement of
proprietary rights. ¥eb miateriale have been complled from a vadely of
sources and zre subject to change without notice from the Agency asa

[ tbave read and accepted the above terms.




The next screen will ask the user to enter information to create their own user. If the user name or email
address is already used by the system, a message will display to the user to enter something different.
There is a configuration option to enter your own security guestion or select one from a select box. Also,
mobile phone and receive SMS messages are only available in v8.0.

Under the Contact Information section, the user will need to select to Add New button.

Announcements  Register for an Account  Login
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Account Registration Step 2:
Enter Your Account Information
* indleates a required fietd.

Login Information

= User Mame: 6]
* E-mail Address:
* Password: 6]

* Type Password Again:

* Enter Security Question: O]
* Answer: @
Habile Bhione:

{71 Receive SMS Messages

Contact information

Chansa ko 19 T2 | your contaclinformaton,

£nler {he wards below
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Once the Add New button is selected, the user may be prompted to Select Contact Type. This option can
be skipped if only people need to log in.

Select Contact Type

| Discard Changes

After the Continue hutton is selected, the Contact Information screen displays. The fields on this form
are editable and should be considered as input for matching new public users with existing contacts in
the system. If the agency only allows for 1 address per contact, then the Add Additional Contact Address
can be removed. The Add Additicnal Contact Address button, allows the user to enter multiple
addresses.

Contact Information

* Individual/Organization;
Individusl L
First:
Name of Business:
_DBAfTrade Hame:
Full Mame:
Home Phore: 7 7 WorkPhope: MobilePhone:

Emal:

¥ Contact Addtesses

To edd 2 confant addiess, ¢Bok the addrass frk.
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3 Dis{ard Chongas




Clicking the Additional Address button will display, then Contact Address Information. The fields on this
screen can be rearranged and display only address 1 instead of broken into street #, street name, street

type, and direction,

Contact Address Information

Address Type:
--Salect-- v

Street # (starl):  Street Name: Street Type: Dirsction:
~Seact ¥ ~Balect ¥

City: AP Code:

Digcard Changes




Once the address is entered and the ‘Save and Close’ button is selected, the new address displays at the
bottom of the Contact information screen. Click the Continue button to proceed.

Contact information %

wons Taus P,

FullMames

Home Phone: . Work Phone: Mobita Phone:
E-mail;

¥ Contact Addresses

"% Conlactaddress added sitccessiully.
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After the user enters their contact information, they will be enter the CAPCHA question and click the
Continue Registration button.
Account Registration Step 2:

Enter Your Account information
*indicales a required fisld.

Login Information

~ User Name: &

| fesiegaray

* E-maif Address;

D gzst@arccela.com

*Password: O

L

* TypePassword Agaim:

* Enter Security Question: 6]

what 5 tha nara of your deg?

* Answer 0
mad X |

Hobile Phone:

7] Receive 5MS Messagas

Contact Information

Lheasa bov fo & inyor conlacd femmation

'  Contactagdad successiully.

Josie Corey
teetZaccala com

Home phone:{{1.222-3233
Habilz Phona:

Watk Prone

fax:

Edlt Renove

v Contact Addressos

To ecs a condzal address, ok the address Ink.

| Shewing 1-10f1
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The user will receive a successfully created screen with all the data the\) have entered. The system could
optional send the user an email at this time.
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% Search... 5-:"5";

Your acceunt has beep succes

Congratulations. You have successiully created an account with the Agency. An
e-miall has been sent {0 you with instructions for verifying your information. H you nave
registered as a ficensed professional, addflonal activation by the Agency may be
required. If activation is necessary, another e-mafl will be sent notlifying you when
aclivalion is cemplete.

Account Information

User Hama: Joslzeotey

E-ma# tealfansalz com

Passwicid Fritid

Securify Questone wihal is tha nama of yout deg?
Kotz Phons;

Regeive 8245 Message: HO

Contact information

Josia Corey Hame Phore: 111-222-3333
Work Phess:
lastDaccelanom by
Lieddta Bhone
blehle Phons

Prefereed Method of Conlad Emal

Contact Address List
w Contact Addrasses

| Showing 1-1of L
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The user can click the Login Now button to login and start using ACA

Annosncements  Logged in as Joste Coray  Coflections {0y % Cart (0} Account #anagement Logoul

Search. .

Hello, Josie Corey

Action Required {0)(7)

There are no actionable items which need your attention right now.

: There are no ftems in your shopping cart right You do not have any collections right now.
: now. oo

Eiae

Mo receids found
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